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Employee Balances and Requests

Enter Leave Request for Employee

In order to enter leave on an employee's timesheet, a Leave Request first needs to be submitted.
Before the leave is submitted on the timesheet, the request must be approved by the appropriate
supervisor.

A separate Leave Request is required for each type of leave being requested and for leave that
does not run concurrently.

For example, two separate requests are required if an employee wishes to take 1 hour of annual
leave on Monday and 1 hour of annual leave on Friday.

Procedure

In this lesson, we will enter a leave request for Buick Washington.

My Links | Select One: ~| Gearch

Administration Welcome TL30

Home |Worklist|Sign out

Personalize Content Layout

Enterprise Menu [ = [l Edison News Alerts = WMy Reports 2] =
B Self Service

¥ Manager Self Senice Mo articles currently available

F HCM Wiew 2l Articles and Sections

I ELM

¥ Enterprise Learning

[ My Content

[# Content Management

| Investor Portal

| Internal Contrals Enforcer
E Portal Administration .

] yorklist ﬂ]w

=
B
3 d : .
[ Application Diagnostics 400F Review compensation history for base, variable, - =
¥ Reporting Tools and stock options, Tasks m ®

[ PeopleTools

My Compensation History BB X

View Paycheck
Review current and prior paychecks. Report Manager

[ HCM Reporting Tools o " e Time & Labor EIEEE
[ ELM Reporting Tools = Update Dependent/Beneficiary e N
e Update personal profile of emplayee dependents | | 551, Report Time
Applicant SEVILes P
and beneficiaries. 5 Report your time and task details for a day,

— Enternrise Leaming PT8.4x week, ar time periad.
— Human Resources PT8 4x '
:E;Eg“llmhgﬁ); %Dired Deposit . )

=" add or update your direct deposit information. CJ% Request Overtime
[~ DemosSile Home P G e quast emplayes overtime raquests.

— Workspaces
— My Account Sign On o
[~ Lhanae b Basswirg [ B & -ﬁ;ﬂw
— My Personalizations p— 3 4 Leave Balances/Longevity & Service credit/Sick
- My System Proiile %Beneflts Summary Leave Bank Informatian

Review a summary of current, past or future
benefit enrollments,

ﬁ:] Payable Time Summary
il -
~ . AT wiew a summary of your payable time.
"jgj;Denendent[Beneflclar! Info
& Raview or update dependent and bsnsficiary
infarmation.

Job and Personal Information ER=EE

Personal Information Summary
Review & sUFMMary of your personal
infarmation.

Step Action

1. Begin by navigating to the Leave Request page.
Click the T&L tab.

T&L
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Action

Click the Manager Self Service link.
[® Manager Self Semice]

4

B Budgets
® Time Management
@ Jahk and Personal
Infarrriation
[ Compengation and Stock
® Learning and
Cevelopment
[ Team Learning
B performance
Management
® Pracurement
— Review Forecasted Time
— Travel and Expense Center
[# Enterprize Learning
[ HCm
[ ELM
[ FSCM
[# Enterprise Components
[ My Content
[ Content Management
@ Investar Portal
[# Internal Contrals Enforcer
[# Portal Administration
[ worklist
[ FSCM Worklist
[# Application Diagnostics
[# Tree Manager
[# Reparting Tools
[® PeopleTonls
[# HCM Reporing Tools
@ ELM Reparting Taols
[# EPM Reporting Toals
[ FSCM Reporting Toals
[F TN Conversion
- Anplicant Services
- ELM (0pens new window)
[~ EPM {0pens new window]
— ESCW {opens new window,
— HCM {0pens new window,
- eSupplier Porial
|~ FacilitymAx
|- Flesifocus

Manager Self Service

Welcome TL30

Eclit "Mananer Seif Service" Folder

Self Service transactions include: brovsing and searching the catalog, enraling smployees, cresting supplmental [earming and reviswing an employes's learning
transcript

Review Forecasted Time
Change stalus, or print or review forecasted
time.

Time Managerment
Meanage schedules, view and approve
reported and payable fime, absence and
overtime requests, exceptions, and mare.
Manage Schedules
Approve Time and Exceptions
Beport Time
3 More...

Learning and Development

et anl review Intormation related to lEaming
anil development for employees.

= Training Summary.

Reauest Training Enroliment

Approve Training Request

9 hore..,

Procurement

Mariae recListions, receiveing and schecule
intervisves

= Manane Approvals

Approve Change Requests

., Travel and Expense Center

LT Manger Travel and Expenise Certer

Job and Personal Information

Manage job and personal information for your
employess.

=) ienw Emploves Personal Info

Feauest Reporting Change

Approve Reporting Chancge

21 More

Team Learning

Wi andl maintain team Isarming recorts and
ohjectives, and browse and search the
learning catelog

=l Team Members:

=] Search Catalon

Browse Catalog

4 More:

Budgets
Access Budgets.
[ElBucyet Search
[Elhigtity Preferences
Compensation and Stock
Manage salaries for your workforce, either by
incliviclual or by group. Review the
compensation histary and total compensatian
picture for your direct reports, as well as
review their stock option history and vesting
status of shares.
[ElRequest 4d Hoc Salary Change
[l fpprove Ad Ho Salary Chande
[Elyiew #d Hoc Salary Chy Statug

4 More:

Performance Management

Flan, evaluste and manage pertommance an
development for your workiores.
Performance Documerts

Developmert Documerts

Appirove DocLments

2Mhore..

Action

Click the Time Management link.

ime Management

Click the Report Time link.

Home|Worklist|Sign out

Click the TN Leave Requests link.
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Home|Worklist|Sign out

Welcome TL30

4

El Report Time =]
- Timesheet
- Mass Time
- Absence Reguest H
owrnmoreauesz|  Request Leave for Time Reporters
— TN Lea 153

B view Time

— Manager Search Options

— TN Service Months and EmpliD Q

Mew Window | Help | Customize Pags | =)

SLB
® Job and Personal EmplRcd [
Information Nbr
[ Compengation and Stock First Name | [}
E Learning and

Development Last Name Q
B Team Learming I

B Performance
Management

B Pracurement

— Review Forecasted Time

— Travel and Expense Center

[# Enterprize Learning

[ HCm

[ ELM

[ FSCM

[# Enterprise Components

[ My Content

[ Content Management

[ Investar Portal

[ Internal Contrals Enfarcer

[# Portal Administration

F worklist

[ FSCM Worklist

[# Application Diagnostics

[# Tree Manager

[# Reparting Tools

[® PeopleTonls

[# HCM Reporting Tools

@ ELM Reparting Taols

¥ EFM Reparting Tools

[ FSCM Reporting Toals

[F TN Conversion

| Annlicant Service: =2

Step Action

6. Click the Collapse button.

7. Using the Employee Selection Criteria section, specify filter values to return the list
of employees for whom you want to view information.

8. Click in the EmplID field.

9. Enter the desired information into the EmplID field. Enter *00100100".

10. | Click the Get Employees button.

Get Employess

11. | Click an entry in the Name column.
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Home|Worklist|Sign out

Benefits

Welcome TL30

Mew Window | Help | Customize Pags | =)

Request Leave

Leave Request Details
Buick Washingtan EmpliD: 00100100
Joh Title Empl Red Nbr. 0

Fill in the following information and click Submit to initiate the leave request

Leave Date: | 5 (example: 10/30/2002)
Leave Hours: Leave Type | j

Comment: d

Submit

Cancel and Return to Leave Requests

Step Action

12. Click the Choose a date button.

Bl

13. | Click the 30 link.

14. Click in the Leave Hours field.

15. Enter the desired information into the Leave Hours field. Enter "7.5".

16. | Click the Leave Type list.
I |

17. Click the Annual Leave list item.

[Annual Leave |

18. | Depending on the supervisor and agency, the required comments may vary. It is
suggested that the specific time period and purpose for the leave be entered in the
Comment field.

19. Click the Submit button.
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Step

Action

20.

The name of the Originator and the Manager are listed on the Confirmation Page,
so as a timekeeper, you will know who needs to approve the request.

Note: If the appropriate Manager/Supervisor does not appear, it is important that you
contact your TL Administrator.

Home|wWarklist|Sian out

My Links | Select One x| Search

Administration

Benefits Guest welcome TL3IO

Mew wiindow | Help | Customize Pag Saved

Request Leave

Submit Confirmation

“ The Submitwas successful

Approval Details
Workflow
Role Name Name Action Transaction Date  Comment
Originatar Mewada Ford Submitted 06/27/2008
Manager Minnesota Toyota

Step | Action

21. | Click the OK button.

22. | A separate Leave Request is required for each type of leave being requested and for
leave that does not run concurrently.
For example, two separate requests are required if an employee wishes to take 1 hour
of annual leave on Monday and 1 hour of annual leave on Friday.

23. | You have successfully entered a leave request.
End of Procedure.
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